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Quick Reference Guide EMPLOYEE REVIEW (continuation)

> Page defaults to Employee Review tab. Additional
CUSTOMER SUPPORT tabs include Reviewers, Comments, and Exceptions.
Customer Care: (785) 339-3540 Ext. 1 This guide includes instruction on all tabs.
Email: Direct-Access@bhrsic.uscg.mil > You can save your work at anytime during this
On-line Help: http://cgweb.uscg.mil/g-w/hrsic/Direct-Access process. The review does not have to be completed before
Self-Service Tutorials: you can save it. Frequent saves prevent the loss of data in
http://www.usca.mil/ha/hrsic/training/ the event of computer problems. After the review is saved,
you can exit the system and return to it later to finish up.
> Employee Review Tab - Fields which must be
EMPLOYEE REVIEW completed:
> Before you begin, if possible, have member’s Employee ID Effective Date (Enter the period end date)
number. If you do not have member’s Employee ID number, To Date (Enter the period end date)

you may perform a search and select from the list that is

displayed as a result of your search criteria. For information Revjew e
on searching, reference the CGHRMS On-Line Help at Rating Scale
http://caweb.uscg.mil/g-w/hrsic/Direct-Access. (Select Note: If the Effective or To date is changed after
Using CGHRMS, then select Search Tips). data is entered in other fields, all data entered in
> Your view of any menu or page is dependent on your access the Employee Review will be lost.
level (user role) and the security settings associated with that e g E
access. Your Operator ID may not have access to all the > Employee Review Tab - Fields which may be left
pages we include in this guide, or we may show a field as blank:
editable, but your access is “View Only”. From Date
» Command User (CGSSCMD) or Employee Review Only Next Review Date

(CGEMPREV) access is required to complete an Employee

Review. To request this access, complete form CG HRSIC- P Defaults to th ]
7421/2 User Authorization/Revocation. Fax completed form to 2lfz e LS e
(785) 339-3772. Be sure to indicate all access (roles) you Employee Review Tab(E o the period end date in

currently have and are requesting.

> If you change the Effective or To date, all data entered in
the Employee Review will be lost.

the Effective date field and the
To date field.

Ip: 123458 EmplRcd#:

Horme = Dedelop Warkiarce = Plan Careers = Use =

Employee Review Reviewsrs

Employee Mame

> The path to access Employee Review is: Develop Workforce SR G . viewAl _Fret [0 1o+ ] Lact
> Plan Careers > Use > Employee Review. “Effective Date: 51312002 Review Type: Regular i
FromiTo Date: 05131i2002 ] Next Review Date:
R Business Unit: AUSCG AllU. 5. Coast Guard Units CI|Ck the ReVieW Type \
Employee Review (Dealelop \ENOI‘ll(fOI‘CQR> P_Ian Careers} je:acm:p:m: jszzzz :iz:*:‘:lszvemn ﬁirop-down arrow and
i iati > Use > Employee Review il select the appropriate
Find an EXIstlng \L ploy Rating Scale: Eﬂ First Slass PO Review type. ppIop
Rating Model: EVAL Enlisted Performanie Eval J
EmpliD: [1234567 v\fEnter Emplovee ID number in Enter the appropriate rate (E1, E2, E3, etc..)
EmplRed Mo | poy or click on the magnifying glass to the right of
Narme: ] the EmplID field. the Rating Scale field and follow the steps
: OR below to select a Rating.
Last Mame: | _—
SetiD: [ausco Enter SSN in the National ID _ )
Department. | |3 | field. Lookup Rating Scale_-{ Click on Lookup or enter
Wational1D. 123155788 criteria in the Description field
' - | then click Lookup. Refer to
sonFamiy | Rating Scale: p

CGHRMS On-Line Help or

Job code: [ Description: Basics 101 User Guide for
Company.  Click “Search” after entering | Lookup | | Clear | | Cancel | B4 entering criteria.

1 Employee ID number or SSN.

> Itis not necessary to enter data in all fields. Preferred method is
to enter Employee ID number (EmplID field) or SSN (National ID

Search Results

> If you do not know the Employee ID or SSN, provide some Rating Scaie Description
search criteria, such as member’s last name or member’s name E1 Seaman Recru
in the appropriate fields and perform a search.

> Since an employee may have multiple records, reflecting various
stages in their career (military, civilian, reservist) or the result
may list several members with the same last name andj/or first
name, it is important to select the correct record from the
result list.

Select Rating (E-1 thru E-9) or
Description. Do not use CPO, DUIA,
etc.. Once you click on the rating or
description it will return to the
Employee Review page and

Searman Appre] automatically fill-in the field and
Seaman Revie| display the description to the right of
Third Class PO\ the field.

Second Class PO Eeview

First Class PO Review

Chief Petty Officer Reayiew

m |m |m |[m m
LIS EEET
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EMPLOYEE REVIEW (continuation)

EMPLOYEE REVIEW (continuation)

After entering the necessary information on the Employee
Review page, click the Reviewers tab at the top of the page.

> Evaluation Type. Click on the Evaluation Type drop-down
arrow and select the appropriate type.

> Reviewer ID. Enter or lookup the Employee ID number of
the reviewer.

» The competencies (e.g. Directing Others, etc..) listed are
based on the rating scale entered on the first page.

> Use the numeric values to rate all competencies except
Conduct and Recommendation for Advancement.

> Use Satisfactory or Unsatisfactory to rate the Conduct
competency. (A message will display indicating the alpha
characters will not compute for the rating average, click OK.)

> Use Recommended for Adv or Not Recommended for
Adv to rate the Recommendation for Advancement
competency. E-6's and above require comments justifying the
members future potential for leadership. (A message will
display indicating the alpha characters will not compute for
the rating average, click OK.)

> Click on the & (Note) button to view the full description of
the competency and enter Comments in the Comment
section. These comments replace the Administrative
Remarks (CG-3307).

Click on the Reviewers Tab ]
Employee Review Reviewbrs Comments Exceptions

Ermployes Mar 1p:; 1234567 Empl Red#: 0
Click on the Evaluation
Enter the Employee ID

{ Type drop-down arrow L__,..| ¢4 reviewer or use
susinesy @Nd select the Evaluation m,,,,i"m, the magnifying glass to
lookup Reviewers ID

sobcoud 1YPE.
Reviewer ID: |1234567 A ractorweight: | =]

Reviewers

crpaze ey | the Administrative Remarks CG-3307.

“Evaluation Type: | Supenisor
Competency Description ‘(xﬁium Rating Short Desc
EPLIC Directing Others lﬂ— 5 gAhnvEAwg [B
EPL F@ Superiar 2]
Eﬁ)r each competency, enter the [ Abane v )
d rating numeric or alpha value, or [ Exeetient B
o click on magnifying glass to lookup [ Abovs Ay &
{ available Rating choices. [ excelien B
-{ Reminder: You can save your K1 exceten i
| work at any time. The review does F exceent o
¢{ not have to be completed before ] xctiont o
¢ You can save it. Frequent saves T avove s o
. prevent the loss of data in the event T supsrir -
.\ of computer problems. T exceten =
EPP4C Teng Resources IU— 5 gAbuveA\ng =)
EPPSC Safety | T =
EPPeC saminz [ Click on the Note button to view full B
EPPTC Communi . . 2]
corore o description of competency and enter -
crpaz ey | COMMeEnts. These comments replace o
®
EPPQ4C Respecting T —— =)
EPPQAC Hurman Relations lﬂ— |a_g Excellent [
EPPQBC Adaptability 1[5 Excetlent B
EPCONG onduct | o B =
ECRC1A Recommendation for Advancement lU— IR_Q Rec Ady \D

You will receive this warning when entering an alpha code for
the Conduct and Recommended/Not Recommended for Adv
competency. Click OK. You can safely ignore this warning.

EFPTC
EFPQ1C

EPPQIC 1 & Watning ~ Nonnumeric 1alings cannot be averaged. [1020.16) ]
EPPQ3C E The rafings you have defined re alpha values and cannot be used to calculate =
weighted average. Flease use numeric values if you wish (o use the averaging
EPPQIC 1 funetionalty with this rating scale 3]
EPFQSC 1 i)
EPPQBC = — =)
EPCONG condutt B [ sar ]
ECRC1A Recammendation for Advancement 0 IR—E Rec Adv [

Lookup Rating [ Lookup Rating ]

o | Click on Lookup or enter criteria
estription in the Description field then click

Stnnll(:)esnnmmln | L Lookup_ Refer to On-Line Help

[ ook —Steor—HSamesr} tr Basics 101 User Guide for

Review Rating. I_

entering criteria.

Search Results

elect the appropriate Review \

| - L

Review Rating Des=risiion rermém Rating, Description or Short
i A Uniccopad® Unactept Description from the list. Once you
2 FPoor Poor . . N N .
3 Below Stantard rewsang | CliCk ON the rating or description it will
1 Average sverage return to the Reviewers page and
2 Bloowve Averae Aaove Aurg automatically fill-in the field and
: Exolen] Extelen] display a short description to the right
I Superiar Superiar .
N Mot Recomrmended for Ad o Adv of the field. See the notes above to
E Becommended for adv  Rec Adv determine whether you should use
5 Satisfactory SAT .
u Unsatistacto ONEAT the numeric or alpha codes. /

Competency and Comment Screen
pescription: [LS30she P | (Dijsplayed after selecting the NOTE button.)

IThe degree to which

1
|2 Exerted lite
between group

A fU" deSCriptiOn Of the ?ns Allowed conflicts to go on
competency is displayed. [

2
|4 Demonsh tibuted. Encouraged other

tearn members |0 contribute ideas

@mments are required for Ratings of 1, 2, 7, N-Not N
x| Recommended for Advancement, U-Unsatisfactory Conduct
and E-6’s and above require comments justifying leadership
Comment: potential. These comments replace the Administrative
Remarks (CG-3307). Note: You can cut and paste from
another application such as Word, Notepad, etc.., be aware
that apostrophes ('), quotes (“) and other special characters
will not display correctly after your save the text, renter any
| [ Cancell of these characters before saving.

o y

Once comments have been entered, click OK.
The system will automatically return to the
Reviewers page.

After entering the necessary information on the Reviewers
page, click the Comments tab at the top of the page.

> Comments entered here are for internal routing use only
and will not be saved in the final Employee Review.

> Do not enter comments here for Ratings of 1, 2, 7, N, U or
leadership potential for E-6's and above. Enter those
comments under the Reviewers tab. (See previous instruction
on entering comments for ratings of 1, 2, 7, N, U or
leadership potential for E-6’s and above.)

Click on the Comments Tab ]
Emplovee Review Reviewers Comments’ Eeptons

Employee Mame Employee Ip: 1234567 Empl Reds: 0

Review Details First (4] 1 06 4 [P Last
Effective Date: 05/31/2002 Next Rgiau Data:

Business Unit: AUSCG AUSCG

> Enter comments you may want
to forward to your Supervisor,
fon Type: - Sueer Approving Official, etc..

Reviewer ID: 1234567 Noggb: Supel

IThese comments are farinternal routing use only. Comments entered here ;I
hwill not be saved in the final Employee Review.

Job Code: 436092 N1

Comment:

Do not enter comments here for Ratings of 1, 2, 7, N or U. Enter those
comments underthe Reviewers tabipage. See previous instruction on
entering Administrative Remarks (CG-3307) comments

B save] (QiRetumto Search] (£ Refresh

Review | Reviewers | Comments |
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EMPLOYEE REVIEW (continuation)

After entering the necessary information on the Comments
page, click the Exceptions tab at the top of the page.

> Enter the Employee ID number of the next person to review
this Employee Review.

> Click the Validate Employee Review button. Review the
exceptions to see if any changes to the Employee Review are
required. After changes have been made, click on Validate
Employee Review again. Repeat until exceptions are
corrected. Note: You can safely ignore this warning “All
marks with Rating Model of EVAL must have the
Evaluation Type set to A (Approved Official).
Evaluation Type=R,” unless you are the Approving Official.

» Press Save.

o If you are not the final Approving Official:
% Press Submit. OR

% Print the Member Counseling Report, then press
Submit.

The Member Counseling Report is a printout of the
Employee Review with the Reviewer Comments (PG-7's),
requiring signature by the counselor and the evaluee.
Refer to the instructions in this guide to print the Member
Counseling Report.

o If you are the final Approving Official, ensure a
Member Counseling Report is printed prior to

selecting the Final box. Click the Final checkbox and
then the Submit button.

Once the Final box is checked, you will not be able to view
or change the Employee Review, nor will you be able to
print the Member Counseling Report. If you need to recall
the Employee Review contact HRSIC (ADV) via email at
hrsic-adv@hrsic.uscg.mil or call (785) 339-3400.

> After clicking Submit, the Employee Review is routed to
either the Endorser’s Worklist, or if final is checked, to HRSIC
(ADV) pending review and forwarding to the members
Employee Review Summary (formerly CG-3306). (For
information on accessing your Worklist, refer to the On-Line
Help http://cgweb.uscg.mil/g-w/hrsic/Direct-Access ). If an
Employee Review is submitted multiple times to an endorser,
it will display multiple times in the endorser’s Worklist;
however, only the latest version will display when the
endorser accesses any of the multiple links.

> To repeat this function for another Employee, select Return
to Search.

iClick on the Exceptions Tab]

| Employee Review | Reviewsrs | Comments

Bcentions 1\ (Enter your endorser’s
Emplayee Name evaiee /] Employee ID or use the
TR lookup to locate their
Employee ID number.

| 1ct1 [ Last

Effective Date: 0573112002
Business Unit: AUBCGAUSCG
Job Code: 436083 N1

{\alidate Empjoyee Review

e the Etaluation Type setto A
ER_IP=1234567
.2, 7, or U the rediewer must
ney=ERF3C Qlty of
=R, REVIEW_RATING=7

commpndation) with a Rating
& is E E7, ES or Bp the

ated. (ompetency=ECRCTA
1oM_T}YPE=R,

Click Validate Employee Review.
A list of exceptions (discrepancies)
will appear. Review the exceptions
and make any necessary changes.
After changes have been made,
click on Validate Employee Review
again. Repeat until exceptions are
corrected.

=

Boge) Cren

Erny e Review | Reviewsrs | Comments | Exceptions

[After exceptions are

Refer to the next section of this guide for
instructions on the Member Counseling
Report before clicking Submit or
checking the Final box.

corrected, click Save.

EMPLOYEE REVIEW — MEMBER
COUNSELING REPORT (continuation)

After an Employee Review is verified by an Approving Official, a
Member Counseling Report should be printed. This is a

printout of the Employee Review with the Reviewer Comments
(PG-7’s), requiring signature by the counselor and the evaluee.

After entering and saving all necessary information, click on the
Member Counseling Report link located on the Exception
page.

Click on the Exceptions Tab]
Employee Review + Reviewers ' Comments f ExceMlions i

Emplafee Name Empleree Click on Member Counseling
Report link.

Review Details

All marks with Rating Model of EVAL must have the Evaluation Type setto A

! (Anproved Official). Evaluation Twe=R. REVIEWER 1D=1234567

Effective Date:  05/31/2002 Enter the Endorser Emplid: TaSTUpaTE T
Business Unit: ~ AUSCGAUSCG =] Member coullseling Repart
Job Code: 436083 T Last Member who updated
Review:
{\alidate Emplayee Review Final I Subrmit
Exceptions
Seq.No. Ci Short

> After clicking on the Member Counseling Report link the
Member Counseling Receipt page is displayed.

> Language defaults to English.

> Enter the Employee ID number of the evaluee in the Report
Requests Parameters box. If you do not know the
Employee ID number you may:

e Close the window by clicking the X in the top right corner
and locate the Employee ID number from the Exceptions
page ID field, then re-select the Member Counseling
Report link. OR

e C(lick on the magnifying glass to the right of the Employee
ID field and perform a search. For information on
performing a search, reference the On-Line Help at
http://cgweb.uscg.mil/g-w/hrsic/Direct-Access.

NOTE: You may generate more than one report by pressing

the [*1 button to add a new row and enter another Employee
ID number. Repeat this step to enter additional Employee ID
numbers.

> Click the —*| button (upper right hand corner of the page)
to begin processing.

Home = Develop Workiorce » Plan Careers » Benart > Membe

[ Member Counseling Receipt

Run Control ID: REFORT

Longuoge: 1 EETEN]

Enter an Emplid ar Enter Board

After entering the Employee ID
number(s), click Run.

RepottManager — Process Monitor | RUn

Brd Type Cd: ADRes Ind:Sequence:

Flush  w [ [ Execute

First [4] 10f 1 [#] Last

Report Request Parameters

123#?7 QJ Employes Name *;l

=~

Enter the Employee ID number. If you do
not know the Employee ID number, click on
the magnifying glass to perform a search or
refer to the instructions above to locate the

\Employee ID number.

LAdd 2 Updat

[Click the “+” if you wish to add ]

additional Employee ID numbers.
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EMPLOYEE REVIEW — MEMBER EMPLOYEE REVIEW — MEMBER

COUNSELING REPORT (continuation) COUNSELING REPORT (continuation)
After clicking RUN from the Member Counseling Receipt page, If you chose Web from the Process Scheduler Request screen,
the Process Scheduler Request page will appear. you will need to click on Report Manager from the Member

Counseling Receipt page.
> Click on the Server Name drop-down arrow and select .
PSUNX. > Find the Process Instance. You may need to reference the

date and time to determine which one is the correct instance.

> Click on the Type drop-down arrow and select Email. By
selecting Email the Member Counseling Report will be sent to
you as an attachment to an email message (recommended).
The attachment will be in PDF (Adobe Acrobat) format. You

> Click the View link to the right of the instance you want to
view. This will cause a new Internet Explorer window to
open. The Report/Log Viewer page will display.

may leave the type as Web if you want to access the If the View link is not shown, click the _fere=n | putton to
Member Counseling Report using the Report Manager (Web update the display. There could be some delay before the
instructions are in the next section). Employee Review is ready for viewing.

> Format defaults to PDF. Leave as PDF, do not change the > When the Report/Log Viewer page appears, locate the

link that has a PDF extension. (Link name should read
similar to cgeercpt_xooox.pdf. The xxxxx in the link will
> If you selected Email as the type: be replaced with the Process Instance number.) Click on
the link to open the Employee Review form.

format.

e Click on OK (bottom left corner of page) and this will - - -
generate the email to you. OR » Click on the Printer icon _=_ (upper left corner) of the

Acrobat window to print the form.

o Click on the Distribution icon E¥ to add additional email S— [ Member Counseling Receipt]
P . . . ember Counseling Receipt
addresses. This is helpful if you would like to email the ik on Reoor M S
Employee Review to additional recipients. Refer to R""CL ick on Report Manager. [ zcuoanae — Euscesstontor _Ren_|

Language: T

instructions below for using the Distribution icon.

Enter an Emplid ar Enter Board

Brd Type Cd:  AD/Res Ind:Sequence:

Flush
'[Process Scheduler Request] e | —® [ .
Home = Develop Workforce = Plan Career. == Bennit = Meml T s el
Process Scheduler Request Click on the Server Name drop- 1234857 &) Employes Name [#=1
12masor down arrow and select PSUNX.
User ID:

Server Name: PSUN: ! Run Date: 0711142002
Recurrence: =l runTime: 503 26PM
[ Resetto Current DaterTime

Process Name

P emores vl Click on the Type drop-dow
arrow and select Email. If you

[ Report Manager Screen

(el AhivedRenats ) | | ocate the Process Instance number, click on View.
If View is not available, click on Refresh.
1224567

Uger:

Leave Format

Time Zone:

Select

Status: - Last: [ [Das - Retresh

First [ ser s [ Lzt

select Web, refer to the St PApOA I‘;':‘:n“ Ruspnt Dizsciption Roquesd DateTime—— Fonmat Status Ductails
|nStrUCt|OnS In the next SeCthn ~ WL 122 Ernplopsn Ritvitw Hacept OFAAZ00Z S1T46PM  Acrobat {7 po) Pasted Dotails  Wibw
Garca Click on the Distribution Icon
if you wish to email additional B
recipients a copy of the ReportiLog Viewer B
Employee Review.
J
Instance: 12772 Type: SQR Report
Name: CGEERCPT Run Cntl ID: REPORT
Homs > Develop Workforce » Plan Careers » Re Distribution Detail Status: Success Submitted By: 1234567
Distribution Detail (Displayed if Distribution icon is selected) Server: PSUNX Recurrence:
Process Name: CGEERCPT Employee Review Receipt Locate the link with the PDF
Process Type:  SGR Report extension. Click on the link.
Name
1D Type *Distribution ID Message Log 2002-07-11 21:22:07
[user =] [1234567 al31=] Trace File 0 bytes 2002-07-11 21:13:57

- — cgeercpt 12772.PDF | 3714 bytes 2002-07-11 21:22:07
Click the “+” button to add a new row, then enter the

Employee ID number in the Distribution ID field. If you do

not know the recipient's Employee ID number, lookup the | Ble Edt Wiw Favoiles Took Hep (

number by clicking on the magnifying glass. e . » .9 A a EY Acrobat ]
Email Subject: Back Eaierd Stop  Refiesh Home | Seach Favoites Histoy Mail Fint E. window
Tois 1= the susject fine of el ENter a Subject in the Subject #dhess [#] hitp:/cghimsdev.osc.uscg. mil 7030/servlets/psiepotts/htst/ 2830/ogeercpl_12785.FDF |\
Message Text: field and/or a message in the oo [ & BOR B[ 4 » ol |[& 8 [|efs |- o0 EEE|S-|®)
Enter any messanes you ol me§sage field. These are @Rj Fs - H -7 - -E ,@H 2] 0 ‘
Ermail With Loy [ \OPtlonal-

Email Address List: Member Counsellng Recelpt
your_email@your_ermail_addregg.mil =
additional_email@add|_addresnil Enter recipient(s) email address(es) in

the Email Address List box. Enter each

email address on a separate line.

eretif Click the Printer Icon to print lar
From: B1/2002

= | the Employee Review.
eusind Click the Disk Icon to save it ard Units

Depart
Company : CGA Bctive Coast Guard Employees
Job Code: 12345 First Class Yeoman

Position: 12345678 Active

Rating Scale: Eé First Class PO Revlew
Rating Model: EVAL Enlisted Performance Eval

Comments _Thumbnails wﬁnnkmnrksgg‘
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